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NATIONAL HEADQUARIERS
WASHINGTON, AUGUST 20, 1942

SUBJECT: Proparation of all Vouchers

10O's All Coastal Patrol Commandcrs

1. Vouchors which arc not proporly preoparcd to mect the estab-
lished procedurc of the Government cannot be honorcd for payment end must
nocessarily bo roturned for correcticn, This means delay in.paying your
men and obligations, If the following instructicns arc cercfully obscrved,
chocks in payment of vouchers can bc cloarod approximately two weoks after
the vouchors arc roceived at National Headquarters.

2. GENERAL INSTRUCTIONS for all Vouchors
a. The first name, middle initial and last nemc of thc pey-

cc will be given and the signaturc should conform oxact-
1y (£irst namo, middle initial gnd lest namo)

In casc of a marricd woman, her givon neme must be used,
as Mrs. Holen M. Smith, not Mrs. Honry W. Smith.

Whore o copporation is the payce the voucher will bear
the signeturo of the person authorized to sign for the
corporation with his or her title.

b. Addrcsscs of peoyces will always be given as,

- ¢/o (Baso Commander)

Civil Air Patrol

(Airport, City, and State

Paycos should not designate their home addresses. In case
of miscollancous cxpenscs for which voucher No. 1034 is
uscd, the paycc may designatc the address he chooscs for
cheeks will be mailed direct to him,

ce The dutics porformed and all rates for Por Dicn, Aircraft,
and Stand-by Vouchers will follow strictly Opcrations
Dircctive Noe. 13=-B "Roimburscment Schedules for Ccastal
Patrol Missions" (as the samc may be amonded from tinme
to timo).
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d, The original of each voucher will be signed by the payee
and certified by the Base Commander.

e. Completed vouchers should always be checked with another
person at the base before sending them to National Head-
quarters,

f, Vouchers will be mailed as a group for each period here-
inafter prescribed, They will be prepared and meiled
not later then seven days after the cldse of the period
for which they are submitted,

g. Daily Operation Reports end all vouchers will be submittzd
to National Headquarters in duplicate, The base should
rctain a copy for its own file, X

h. Do not meke erasures, An unevoideble erasure that might
appear should be initizled and dated by the payee of the
voucher,

i, Do not obbreviate,

DATLY OPZRATIONS REPORT

2, Submit to National Headquarters daily .

b. If a perticular plane is equipped with bomb racks, place
an (A) following the NC number listed in first column of
this report,

¢, List in the column hecaded "Pilot" not only the name of
the pilot but also the namc of the observer on ecch mission,
d. In the column-headed "Mission",-state the naturc of the
mission; i,e,, "Coastal Patrol", "Radio Check", "Test
Flight!", "Courier", etec, With *bgard to courier missions,
stete: the dcstination >

PER DIEM VOUCHER

5
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a, Submit to National Headquerters for periods from the 1lst
to the 15th, inc¢lusive, and the 16th to the cnd of the
month inelusive, Do not submit a voucher covering more
than one period.

b, If during a particular period, onc individual performs a
duty different from one he: performed during a part of that
period and for which a different per diem allowance is
specified, submit seperate vouchers.,

AIRPLANE VOUCHER

a, Submit to National Headquarters for periods from the lst
to the 15th, inclusive, and the 16th to the end of the




6.
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d.
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f.
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month, inclusive., Do hot Submit 4 voucher covering more than
one period. :

Airplane vouchers will conform with daily operations reports

as to NC number, dates of misslons, missions, and time involved.
Designate whether or not the ship is equipped with bomb racks,
Insurance costs are based on flying time., If vouchers do not

. conform to daily operations reports, the reimbursements will not

agree with the insurance premiums charged.,

If a plane bccomes equipped with bomb racks in the middle of a
poriod, submit separate vouchers,

‘In the column headed "Pilot" state the name of the pilot and

the observer, .

The airplane vouchers shall include thc hours and minutes of
time in flight from home base to patrol basc for cach plane
ordered to duty and shall likowisc include time in flight from
patrol baso to home basc whon planc is ordercd off duty at con=-
clusion of service, It shall include also time in flight for
purposcs of radio chocks, motor tests, woathcr obscrvation, ete.,
under operations orders. Those figurcs shall also be included
in the daily opcerations roports.

If the gwnor of an airplane desires to designate an agent to

sign his vouchers and collect rental for him,; he should write

to National Headquarters for the propor form of Power of Attorncy
and further instructions.

AIRCRAFT STAND=-BY INVOICE

8.

b.

Stand-by invoicos will be subm:ttod cach nonth covering a period
of tho ontirec month,

The invoices shall include cach day from the date on which a

planc takes off from its home basc under orders to roport for
duty at a coastal patrol basc to thc datc on which tho planc

roturns to its home base when ordercd off duty at conclusion

of scrvice,

VOUCHER #1034 FOR MISCELLANEOUS EXPENSES

o

Thesc vouchers arc only to be uscd for misccllancous cxpenscs
which arc absolutely neccessary for the operation of tho basc,
I in doubt about the nccessity of an cxpenditurc write
National Hcadquarters beforo incurring it. Vouchor #1034 is
not to be us.d for Travecl Expcnsos., A spceial travel momo-
randum will be forwarded shortly.

UTILITY BILLS. A schedulc of retcs will accompany the first
utility voucher submittcd for any particular company. The
schedule will be filed at the General Accounting Office and
future bills will bc checked against it,.
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TELEPHONE BILIS. Tho telephonc number and tho place of in-
stallation will be shown, All toll charges and credits will be
itemized and the number of local calls stated. Transmittal copics
of any telegrams will accompany the invoice., Do not use the

long distance telephone when you can transact your business cqually
wcl;,bzﬁlottor or telegram, :

TELEGRAPH BILLS. Transmittal copiocs of 2ll messazcs will bc sub-
mitted with the invoico.

METHOD OF P?BPARING VOUCIER #1034

(1) You will proparc the original copy (whlto) and threc carbon
(yollow) copies, The original and two carbon copies will be
gent to Nationel Hcadquerters. The Basc will rctain onc carbon
copy for its filc., Only the white copy noed be signed by the
payoe (the porson furnishing the sorvices or metorials) and
cortificd by the Basc Commandor,

(2) It is important that all bills or invoices bo oxplicit, Thoy
should be dated. Should describc in full and in detail the
servicos or materials rcndeored end in the casc of utility
bills will show tho meter rocdings, Bofore preparing vouchers
for miscellancous cxponscs study carefully peragraph 3d of
Operaticns Dircctive 13-B "Roimburscment Schedules for Coastel
Patrol Missions", Do not submit bills covering items which
should be paid froem the Operation and Maintenance allowances.

(3) Typc on front side, ONLY the following:

(a) "Office for Emergency Managoment
Office of Civilian Defensc

(b) Address and Date

(¢) Name of paycc (firm, company, or individual rondering
material or services)

(d) Address of payce.

(¢) Date of scrvice rendered or meterials delivered,

(f) Description of service rendercd or maeterials delivered
(to be substantiated by itemized invoice attached to
voucher) «

(4) Certification of payec, signaturc and title (read carcfull y)

(a) This certification appcars on tho whitc copy only in
the left center of the poge.

(b) If the original bill or inveice from the payce bears
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in certification with proper signaturc and title, it is
not necessary for the paycec to sign thc whitc copy of
voucher #1034,

(5)° Pypc on the back side, ONLY the following:
The certification of the kmsc commander and have him sign it.

In the casc casc of telcpnone bills the following certification
should also bc added and signed by the basc conmmandor:

"I"certify that tho usc of tho tolophonc
for tho official long-distancc calls
listod horein was nocessery in the in-
torest of tho Goveramont!,

>

'(6). DO NQT TYPE OR SIGN ANYTEING ELSE ON EITHER SIDE OF THIS

VOUCHER
- 8, STUDY CAREFULLY THE EXAIPLES OF ALL VOUCHERS ATTACHED,
By dirccticn of National Commandeor JOHNSON:
Charles W, Chase :
Fiscal Dopartment
-

M~-2249






